Calvary Presbyterian Church

Facilities Rental Policy

SCHEDULING:
Reservations should be made with the church administrator. Tentative dates may be cleared by telephone, but the agreement is not considered final and complete until a deposit has been made and a rental agreement has been written and signed.

Members of Calvary Presbyterian Church (CPC) may schedule up to one year in advance of event date. Non-members may schedule up to 6 months prior to the event date.
No events can be booked on the following dates:
- Thanksgiving Day

- Christmas Eve or Christmas Day

- New Years Eve or New Years Day

- Palm Sunday Weekend

- Good Friday

- Easter Weekend

- Fourth of July

An agent of CPC must be involved in the planning of your event as it pertains to the facility. An agent will be on-site at your event, and will open and lock up the facility for you. Please be sure to inform this person of the arrival times of your vendors (florists, caterer, musicians, etc) and any other special needs you may have.
All events will be reviewed by the Deaconate before an agreement is signed. This includes outside entities wishing to hold worship services or Bible studies. Any events that are deemed counter to church policy will be forwarded to the session for final decision. If an event is deemed unsuitable to be held at CPC, any monies paid will be returned in full to the Renter.

Minister:

For weddings, members of CPC may coordinate the details of their service with one of our pastors, including their desire to have another minister involved. Non-members may use the person of their choice to officiate.
Payment of an honorarium to a CPC pastor is voluntary and is at the sole discretion of the Renter.

CARE OF THE BUILDING:
CPC is not responsible for the set-up of any event. Please make arrangements to do so yourself.

The building must be left in the condition in which it was found. This includes returning all chairs, tables and other furniture to their original positions. If renting the kitchen, all areas must be cleaned and free of food. A house keeping fee for heavy-duty cleaning is included in the facility rental fee; however, CPC is not responsible for removal of decorations, food, and other trash. Please make plans to do so yourself.

Decorations should be placed carefully so that they will not damage carpet or furniture. Although it is not expected, the Renter may wish to leave an altar arrangement for the regular Sunday Worship service.
Other requirements:

Prior approval is necessary to remove anything from the walls or windows of the Sanctuary, Foyer areas, or Fellowship Halls.

No tacks, pins, nails, staples, floral clay or glue may be used to fasten any decorations to the furniture or building.

Do not use tape of any kind to secure bows or flowers on the ends of the pews. They may be affixed with pew clips, ribbon or elastic bands.

The furniture and floor must be fully protected at all times from moisture and candle wax.
MUSIC:

Our music director can plan or perform your music for a fee, and can provide you with the names of other performers who also work for a fee.
If you desire, you may have a friend play the church’s piano or organ. However, this person must arrange to meet with Calvary’s music director in advance to familiarize themselves with the instruments.
OTHER IMPORTANT MATTERS:
Smoking is not permitted in the building.

For weddings, rice shall not be thrown as it is difficult to clean up and presents a slipping danger. Birdseed may be used once outside the building. All birdseed must be cleared from walkways once the event is over.
No equipment, decorations, clothing, supplies, etc. may be left in the building overnight. Please plan to perform all setup on the day of the event.
All fees are to be paid one week prior to the event. Checks must be made to Calvary Presbyterian Church except in the case of pastor and music honoraria, which should be made to those individuals. All payments may be sent to or delivered to the Calvary Presbyterian Church office at 150 Kempsville Road, Norfolk, VA 23502
FEES:







Church Member
Non-Members

Use of the Sanctuary

(including cleaning fees)


$0

  $300
Use of the Fellowship Hall

(Maximum occupancy: 125)


$0

  $200

Use of the Kitchen



$0

  $100
Use of Linens




$50

  $50
Sound Technician


(Minimum of two hours)



$35/hr
  $35/hr
Honorarium for CPC Pastor
Honorarium is considered voluntary, and is at the sole discretion of the Renter. Please make check out to pastor.
Honorarium for Music Director
Please consult music director for fee and make check out to him/her.
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